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• Program Overview is a high-level description of the 
program, together with a general program timeline. 

• Application Process Flow Chart is a graphic depiction of 
the progression of forms that applicants and service 
providers must file. 

• Applicant Step-by-Step Process provides links to more 
detailed information about each step in the process. 

• Eligible Services List contains descriptions of the eligible 
products and services for each funding year. 

• Acronyms & Terms defines common program terms. 
 

Review the summary program information on the website 

Program Tips 

http://www.usac.org/_res/documents/sl/pdf/E-rate-Overview.pdf
http://www.usac.org/_res/documents/sl/pdf/application-process-flow-chart.pdf
http://www.usac.org/sl/applicants/
http://www.usac.org/sl/applicants/
http://www.usac.org/sl/applicants/
http://www.usac.org/sl/applicants/
http://www.usac.org/sl/applicants/
http://www.usac.org/sl/tools/eligible-services-list.aspx
http://www.usac.org/sl/tools/acronyms-term-list.aspx
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Schools and Libraries website 
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• If your entity has filed before, you can use the forms and 
other paperwork in your files as a guide. 
– If your paperwork is not well organized, you can use 

the E-Rate Binder table of contents to organize it. 
– You can access copies of many of your previously filed 

program forms from the Search Tools and Apply 
Online web pages.  

• If your entity has not filed before, start small (e.g., file for 
telephones and Internet access in your first year). 

REVIEW your documentation from previous years 

Program Tips 

http://www.usac.org/_res/documents/sl/pdf/E-Rate-binder.pdf
http://www.usac.org/_res/documents/sl/pdf/E-Rate-binder.pdf
http://www.usac.org/_res/documents/sl/pdf/E-Rate-binder.pdf
http://www.usac.org/sl/tools/search-tools/
http://www.sl.universalservice.org/menu.asp
http://www.sl.universalservice.org/menu.asp
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• You are required to keep copies of documentation 
related to your applications for five years after the last 
date to receive service. 
– Some documents must be kept longer (e.g., a multi-

year contract will apply to more than one funding 
year). 

– The E-Rate Binder provides a suggested list of 
documents to keep. 
 

RETAIN your documentation from previous years 

Program Tips 

http://www.usac.org/_res/documents/sl/pdf/E-Rate-binder.pdf
http://www.usac.org/_res/documents/sl/pdf/E-Rate-binder.pdf
http://www.usac.org/_res/documents/sl/pdf/E-Rate-binder.pdf
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• Search Form 470 to find and view a particular Form 470. 
• Form 471 Application Status to monitor the status of 

your filed forms. 
• Billed Entity Search to locate entity numbers. 
• Deadlines to determine or calculate deadlines for 

program forms. 
• SPIN Contact Search for service provider information. 
• Data Retrieval Tool and Commitments Search tool for 

information on funding and status of forms. 

Practice using the search tools on the website 

Program Tips 

http://www.slforms.universalservice.org/Form470Expert/Search_FundYear_Select.aspx
http://www.sl.universalservice.org/FY3_form471/471StatusCheck.asp
http://www.sl.universalservice.org/Utilities/BilledEntitySearch_Public.asp
http://www.usac.org/sl/tools/deadlines/default.aspx
http://www.sl.universalservice.org/Forms/SPIN_Contact_Search.asp
http://www.sl.universalservice.org/funding/opendatasearch/Search1.asp
http://www.universalservice.org/sl/tools/commitments-search/Default.aspx
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Schools and Libraries website 
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• Locate or request information you will need (e.g., entity 
numbers for new entities, NCES and FSCS codes, FCC 
Registration Numbers). 

• Determine actions that may be required or documents to 
review before you file (e.g., board approvals, technology 
plan approvals, procurement requirements) and allow 
enough time to complete them. 

• Gather the documentation necessary to complete forms 
(e.g., copies of contracts, tech plan approval letters). 

Prepare in advance for the filing window 

Filing Tips 
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• If you are a member of a consortium: 
– In general, your consortium leader must collect the 

following: 
• A Letter of Agency from each member showing 

authorization to perform actions on the member’s behalf 
• A Form 479 to provide information on compliance with 

the Children’s Internet Protection Act 

– Complete these forms promptly upon request so that 
your consortium leader can timely file program forms. 

Prepare in advance for the filing window (continued) 

Filing Tips 
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• Review FCC Form 470 and FCC Form 471 to understand 
what actions you must undertake – for example: 
– Writing a technology plan 
– Ensuring CIPA compliance 
– Running an open and fair competitive bidding process 

and evaluating bids 
– Negotiating a contract for services other than those 

provided under tariff or a month-to-month 
arrangement 
 

Prepare in advance for the filing window (continued) 

Filing Tips 
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• Review FCC Form 470 and FCC Form 471 to collect the 
information you will need – for example: 
– Student eligibility for the National School Lunch Program 
– Urban or rural status 
– Speed of broadband connections 
– Demographic information (public, private, tribal, etc.) 
– Other necessary information (adult education, juvenile 

justice, pre-Kindergarten, Head Start, alternative discount 
mechanism, non-instructional facilities) 
 

Prepare in advance for the filing window (continued) 

Filing Tips 

http://www.usac.org/sl/applicants/step01/non-traditional-K-12/
http://www.usac.org/sl/applicants/step01/non-traditional-K-12/
http://www.usac.org/sl/applicants/step01/non-traditional-K-12/
http://www.usac.org/sl/applicants/step01/non-traditional-K-12/
http://www.usac.org/sl/applicants/step05/alternative-discount-mechanisms.aspx
http://www.usac.org/sl/applicants/step05/alternative-discount-mechanisms.aspx
http://www.usac.org/sl/applicants/step05/non-instructional-facilities.aspx
http://www.usac.org/sl/applicants/step05/non-instructional-facilities.aspx
http://www.usac.org/sl/applicants/step05/non-instructional-facilities.aspx
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• File an FCC Form 470 now (even before the filing window 
opens) for the services you know you will need. 
– You can file for some services now if you know what 

you need and wait to file for other services (i.e., you do 
not have to put ALL services on ONE FCC Form 470). 
• You will have less work to do closer to the window. 
• If your situation changes, you will have time to cancel 

the form (if necessary) and/or file a new or additional 
form. 

Prepare in advance for the filing window (continued) 

Filing Tips 
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• Determine if you are eligible to purchase from a state 
master contract signed pursuant to a state-filed FCC 
Form 470. 
– If so, you can cite the state FCC Form 470 rather than 

doing one of your own. 

Prepare in advance for the filing window (continued) 

Filing Tips 
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• If you get ready to file your form and realize that you 
don’t have all the information you need to complete it, 
you will have more time to collect the information. 

• USAC starts review of applications soon after the window 
opens. 

• You increase the likelihood of an earlier decision. 
• The online system and the Client Service Bureau are 

much busier during the last week of the window and may 
take longer to respond (e.g., answer questions, create 
entity numbers, check receipt status of a paper form). 
 

File your FCC Form 471 early in the window 

Filing Tips 
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• You must wait at least 28 days after your FCC Form 470 is 
posted or your RFP is issued before you close your 
competitive bidding process, select a vendor, and 
sign/submit your Form 471 

• FCC Form 471 and Item 21 attachments must be filed 
within the filing window. 

 

Familiarize yourself with program deadlines 

Filing Tips 
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• FCC Form 486 must be filed no later than 120 days 
after the later of (1) the service start date or (2) the 
FCDL date. 

• Invoices (FCC Forms 472/474) must be filed no later 
than 120 days after (1) the last date that the applicant 
can receive service from the provider in the funding 
year at issue or (2) the Form 486 Notification Letter 
date. 
 

 

Familiarize yourself with program deadlines 

Filing Tips 
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Tips for Success 

Resources 
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• Telephone: 1-888-203-8100 
– Hours are 8:00 am – 8:00 pm ET weekdays 
– Extended hours during the last week of the filing 

window 
• Email: Submit a Question 
• Guidance: 

– Program guidance questions 
– Entity number and consultant number creation 
– Forms status 

Client Service Bureau 

Resources 

http://www.slforms.universalservice.org/EMailResponse/EMail_Intro.aspx
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• Telephone: 1-888-641-8722 
– Service providers can get assistance filing FCC Forms 

498, 499-A, and 499-Q 
– Service providers must update their FCC Forms 498 to: 

• Allow USAC to feature correct contact information on 
the SPIN Contact Search tool 

• Provide electronic banking information to allow USAC 
to process payments 

• Receive online access to certain functions, e.g., approve 
BEAR Forms filed online 
 

USAC’s Billing, Collections, and Disbursement Department 

Resources 
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• www.usac.org/sl 
• Program overview: 

– School and Library Applicants 
– Service Providers 

• Program guidance documents: Reference Area 
• Schools and Libraries News Briefs 

– Issued weekly each Friday afternoon 
– Special editions and updates issued as needed 
– Contain timely information and other guidance 

• FCC website: List of Universal Service appeal decisions  
 

Schools and Libraries website 

Resources 

http://www.usac.org/sl
http://www.usac.org/sl/applicants/
http://www.usac.org/sl/providers/
http://www.usac.org/sl/tools/reference-area.aspx
http://www.usac.org/sl/tools/news-briefs/Default.aspx
http://transition.fcc.gov/wcb/tapd/universal_service/appeals.html
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• Samples, examples, and training videos 
– Samples documents include technology plans and 

example documents include bid evaluation matrices. 
– Training videos either (1) demonstrate how to fill out 

and file a program form or (2) cover a specific 
program topic using a narrated presentation. 
 

Schools and Libraries website  

Resources 

http://www.usac.org/sl
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Tips for Success 

Questions? 


